
State of Georgia 
Record Series Profile 

Records Retention Schedule 

Application #: 970221-01 Sheet: 1 of 1 

Schedule #: 74-0046A 

Effecfive Date: 03/20/97 

Effedive Date: 02/02/91 
Supersedes Schedule #: 74-0046A 

Agency Code: 0484 

Agency: Department of Transportation 

Creating Offim: Administration Division 

Seriefitle Dates: Warehouse Supplies and Inventory Control File, 1971 - [Ongoing] 

Access: Open 

Class: Individual 

Function Documented: The control of and cost accounting system for warehouse inventories 
and warehouse shop repair orders. 

Consists of: Warehouse request invoice (DOT Form 592), warehouse 
reconciliation forms (ledger sheets), and warehouse shop repair 
orders. 

By fiscal year, thereunder by warehouse number. Arrangement: 

Media: Paper 

Retention 
Requirements: Federal Regulation: Three (3) years (Federal -Aid Highway Program 

Manual 1-6-2(4)(c), July 2,1979) 

Disposition lnstrudions: Cut off files at end of each fiscal year 
District Offices, Office of Equipment Management, ORice of 
Materials and Research, Maintenance Activities Unit: 

Hold in current files area one (1) year; 
Transfer to local holding area; 
Hold two (2) years; 
Destroy. 

Cost Accounting Uni t  
Hold in current files area one (1) year; 
Transfer to State Records Center, 
Hold two (2) years; 
Destroy. 

This record series profile gives the records retention plan and disposition instructions 
approved by the State Records Committee for the named record series by the named creating 

Secretav of State Designee 
A:l74-0046A.WPD-Ju~vl4, 1997 



Approved 2-2-91 

WAREHOUSE SUPPLIES AND INVENTORY CONTROL FILE 

Approval disposition instruction for schedule 74-045A should be amended as’follows: 

The original copy will be filed by the office responsible for the CAMS data entry for the 
following offices: 

District Offices, Office of Equipment Management, Office of Materials and 
Research, Maintenance Activities Unit and the Cost Accounting Unit. 

AU of the above offices except for the Cost Accounting Unit should follow the following 
Disposition instructions: 

File series be cut off at the end of each fiscal year. Hold current file area one year; 
Transfer to local holding area; hold 2 years then destroy. 

Cost Accounting Unit - Close at end of fiscal year. Hold in current file area one 
year; then transfer to State Record Center; hold 2 years then destroy. 

NOTE These records may not be destroyed until Dept. of Transportation receives authorization 
from Federal Highway Administration prior to destruction of these records. 

Office Head Date: 2.13- $7 

Records Management Analyst: * Date: 2 -/24 7 



- -. “ i i . .~__n - - 
RECORDS RETENTIOF! SCHEDULE 

RECORDS SERIES PROFILE 
APPLICATION 1900726-01 Sheet 1 o f  2 

SCHEDULE #: 74-0046-A I 

EFFECTIVE DATE: ‘02/02/91 

Ef fec t ive  Date: 10/09/85 
Supersedes Schedule #: 74-46-A 

Agency Code: 0484 
Agency: Department o f  Transportation. 

Off ice:  Administrat ion Div is ion 
Creating 

Series 
Title/Dates: “Warehouse Supplies and Inventory Control F i le , ”  

1971 and continuing 

P.ccess: Open 
Class: Ind iv idual  

Related To: The contro l  o f  and cost accounting system f o r  
warehouse inventor ies and warehouse shop repai r  
orders. Included are warehouse request invoice 
(DOT Form 592). warehouse reconc i l ia t ion  f o n s  
(ledger sheets), and warehouse shop repai r  orders. 

Arrangement: By f i s c e l  year, thereunder by warehouse number 

Retention 
Requirement: Federal Regulation: three ( 3 )  years ( E g d a 4 d  

u h w a v  Program Menus?, 1-6-2(4)(c)), July  2, 
1979. 

Audit: three ( 3 )  years 
Administrative.: three (3)  years 

Media: Paper 

Disposi t ion 
Inst ruct ions:  

Special prQers: Cos tAcoun t inLGenera l  O f f  i ce  
Cut o f f  a t  end o f  f i s c a l  year, 
Transfer t o  loca l  holding area, 
Hold one (1) year, 
Transfer t o  State Records Center, 
Hold two ( 2 )  years, 
Destroy. 

continued on sheet 2 



. - _ _  
RECORDS SERIES PROFILE 

RECORDS RETENrION SCHEDULE 
APPLICATION #900726-01 Sheet 2 of 2 

SCHEDULE #: 74-0046-A ', 
EFFECTIVE DATE: 02/02/91 

'Ef fect ive Date: 10/09/85 
Supersedes Schedule #: 74-46-A 

Disposi t ion 
Inst ruct ions:  (cont i  wed) 

RegulayJrders: -Dis t r ic t  Warehouse 
Cut o f f  a t  end o f  f i s c a l  year, 
Hold i n  current f i l e s  area one ( I !  year 
Transfer t o  loca l  holding area, 
Hold two (2)  years, 
Destroy. 

frm Federal Highway Administrat ion p r i o r  t o  
destruct ion o f  these records. 

NOTE: Dept. o f  Transportation must receive author izat ion 

This records retent ion plan gives the State Records Committee 
approved retent ion ins t ruc t ions  f o r  the named records series by 
the named creat ing o f f i ce .  -- Edward Weldon 

Secretary o f  State Designee 

rgs G 9 1 - 0 1  9 1 / 2 9 / 9 1  



INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on mple t i np  this form. Forward e n e d  ori8irul to , 

Department of Archives and History, Records Mancgement Division, 3J) &pit01 Avenue, Adanu. Georgia, 30334, r Anention: Schedulina Section. 

~ I AUB 61985 I -0CT '9 1985 - 
2. PerrontoContact w~rl r in~ mi. TIkphoM N u m k  

3. Action Requested 
Annette Mitchell Principal Accountant 656-5256  

a. 
b. 

Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; MI funher accumulation anticipated. 

t 
... . . . - 

FOR ACENCV USE J 1. Mncy Addrur I FOR RECORDS MANAGEMEW UE 

1971 I todate 

Apptiition -r 

- I 74-46-8 A&icstion Date Department of Transpgrtation 
NO. 2 Capitol Square' 
Atlanta, Georgia 30334-1002 Dne Raceid  mu Completld 

Warehouse Supplies and Inventory Control File 

c. Kl Amend Application No. A - L f ,  Checkone: 0 C h a w ;  0 Supercede; 0 Void 
4. Dates of Series 
Earliest Latest 

5. Rccords Suim Tik (followed by title used in office; if different) 

Indudedare: Department Warehouse request invoice (Form 5 9 2 )  and DOT Sook to Warehouse 
reconciliation form (ledger sheet) and Warehouse Shcp Repair Orders I 

Fileisarranged: Chronologically by fiscal year there under numerically by warehouse 
number. 

8. Monthly Reference Rm 
One to six months old 

How often are rccofds referred to rrhich are: 
lo ; T h i n  to twenwfour months old 2 .  l5 : Seven to twelve months old 

twenty-five months and older 7 
9. Annual Rate of Accumulation of Records I Letter-size drawers A; bgal-.ize drawers : gvlvcr ; other IqmCifY) - 



a. Is this the otticial copy of tne P(=f 
if not. where i s  it? X 

I X I b. Doer the rrb mntain m f i k n t i a l  informtion requiring narrity handling? If ya, cite law or regulation. 

1 1. 1 
artention Requirements The following rewires the series to bc kapt: 

a. State Law wars. d. Audit period 3 w .  
b. Statute of limitation years. e. Administratin need ?years. 
c. Federal law 3 years. f. Federal retention instruaions m s .  

Anach mpy or exert of laws or regulations. Explain administrative med. 

after the fiscal or calendar year in which the file was created. 
Federal Law requires project related cost accounting records must be retained 3 years 

F W M  Volume 1 Chapter 6 Section 2 

2 Approved Disposition Instructions This agency recommends t h a t  the file series be cut off at the end of each: 
0 Calendar Year; [I[ Fiscal Year; 0 Other men. 

0 Hold in the current files area nwnth(s1 yeark); then 
0 Transfer to local holding area; hold 
0 Transfer to State Rewrds Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
d Other ISpxifyl 

NOTE: DOT must request final Cost Accounting Office - Cut off file 
clearance from the PHWA division , at end of each FY, transfer to local 
prior to the destruction of these holding area; hold 1 year; transfer 
records. Such clearance will be . to Record Center; hold 2 years; then 
contingent upon the completion of destroy. 
the audit and the clearance of all 
questions raised. Request final Warehouse - Cut bff file at the end 
clearance from DOT Internal Audit of each FY; hold in current files 
to incure that all internal invest- .. area 1 year; then hystroy. 
igations have been cleared. 

yearlsl; then 
yeads); then 

\ 
\ 

Amends Standard -137 74-w i 1 
Tnese instructions AppFoved apply 5/25 to ad 72 series. ! 

R-50-71. R n .  76 



OFFICE or SECRETARY OF STATE 
Applicotion for 

DEPARTMENT OF ARCHIVES & HlFlORY 

STATE 7 
OF 

GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGKMEX'C DlVlSlQN 

.. 
Department of Transportation 
Division of Administration I Annette Xitchell 
_ _  _ _ ~  
Office of General Support Services 5. Worlonll TiUe 6, Tcl NO 

Atlanta, Georgia Acctg. Assistant 656-5256 

'. ACTION REQUESTED 
ESTABLISH OlSWSlTlON STANDARD; 0 x RECORD WILL CONTINUE TO ACCUMULATE. 

B. Earliest & Latest Dates of Series 9. Exact Series Title 

To Xareid Application No.137 
DISPOSE OF PRESENT ACCUMULATIONS; 
NO FURTHER ACCUMULATION ANTICIPATED. 

1971 - To Date Warehouse Supplies Inventory Control P f l e  

0. What is the function of the office in which this record series i s  created 

The Division of Administration provides staff support ' to the Department in the areas of 
general accounting, audits and fiscal procedures, personnel and training, contracts 
procurement and administration, equipment control, purchasing, inventory and warehouse 
control, general files, records managerrent, Department budget and air travel service. 

1. This file contains the following documents (include form numbers and titles, if any, and file anangdnent): 

Documents relating to the control of and cost accounting system for warehouse inventories. 

Included are DOT war6house request invoice (form DOT 592) and DOT book to warehouse 
recogciliation form (Ledger shee t ]  

File is arranged chronologically By calendar year, thereunder numerically 
by warehouse number. 

ATTACH SAMPLES OF THE FILE 



QUESTIONNAIRE 

13. Is this the Record Copy of the series? 

14. Is there a duplication of this series in another office or agency? 

15. Is the information contained in this series ever summarized or published? Attach copy of summaiy or publication. 

16. Does the series contain classified information requiring security handling? 

17. Does the series initiate, amend or terminate agency policies and prmedures? 

PI*- an 'Y in uu pcoprr roiurnn. ir a n s ~ e r  is **YFx." p i p a r  explain 

See Attachment #1 

18. Could the function be performed i f  the files were lost or destroyed? 

19. Is the series (or major portion of It) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? 

21. Does the record series contain documentation produced as EDP printout? 

a. Has the Federal Government issued instructions governing retention/disposition of these files? 

Z3. Wil l  there be a need for these records 10, 15 years from now? If yes, what? 

. 

- 
!4. REQUIREMENTS. The following requires the files to be kept .~. ~ 

.. years: 

a. [ ] STATE b. [ 3 STATUTE OF c. 1 3 AUDIT d. FEDERAL e. [ 3 ADMINISTRATIVE f. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 
FtWA PPM 30-9 -- Project related cost accounting records must be retained 4 years 

after the fiscal or calendar year in which the file was created, 

E. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ 3 CALENDAR YEAR -[ ] FISCAL YEAR -[ 3 Other then: 

[ 3 Hold in the current files area ~~. ~~~~~ rnonth(s)/ ~ .~~ ~~ .. year(s): 
[ ] Transfer to [ ] State Records Center [ 3 Local Holding Area; hold ..~... .. ..~ yearb): 
[ ] Destroy. 

[ 3 Transfer to State Archives for permanent retention. 
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 

See Attachment 82 

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

Attach Samples of the Series llecords managerne 

DIle *Idnamed c 
\M . .  . -. --.. 



Attachment #2 

Warehouse Supplies Inventory Control F i l e  

Agency Xecomendations: 

*Cost Accounting Office: Cu t  off f i l e  at end of each calendar year; 
t ransfer  t o  loca l  llolding area; hold 1 year; t ransfer  t o  Records Center; 
hold 3 years; then destroy. 

Warehouse: Cut off F i l e  a t  end of each calendar year; hold i n  current - 
f i l e s  area 1 year; then destroy. 

*Note: W T  must request f i n a l  clearance from the FKWA division 
engineer pr ior  t o  the destruction of these records. Such 
clearance w i l l  be  contingent upon the cmplet ion of the 
audit  and the clearance of a l l  questions raised. 

Request f i n a l  clearance from DOT Internal  Auditors t o  
insure that  a l l  in te rna l  investigations have been 
cleared. 



Finance and Audits I Annette Mitchell 
Payroll and Budgeting 
~?lattE~p~Exhgsnuasg334 

"or.%.' TLtl. *el. .o_ 

Accounting Asst. 656-5237 

I.Cl".,.. ht.. 

1956 - to date 

1. Department of Transportation Book to Warehouse Reconciliation Form (To reconcile supplies 
inventory). 
2. Department of Transportation Interdepartmental Invoice (For Cost Accounting records and 
Inventory Control purposes on (Warehouse Supplies). 
3. Shop invoices (used for cost accounting on Department of Transportation in charging for 
project work and other cost accounting functions.) 
4. Cost *ccounting printout of Actual and Estimated Cost on Department of Transportation 
equipment (Department of Transportation Detailed Transaction Register. 
5. Bulk Petroleum Invoices (Petroleum invoices for petroleum purchased from inventory tanks. 

1 

9 ..1(.c* 11.111s TI*L. 

Cost Accounting and Inventory Control Files 



PI [ I  I 13. Is t h i s  the Record Copy of the  ser ies?  

14. Is there  a du l i ca t ion  of t h i s  se r ies  i n  an0 e r  o i c e  o 7 COPY of Sho 
invoices i n  Fie1 B Division and Shop. Sunmary o k k o s t  g a r g e z  f%%%o$ invoices ang 
fptefsde@gyeptal @moices and other charges. duplicated a t  General Le ger. 

14 [ 1 
n orma lon contamed i n  thls ser ies  ever summarized or Dublished? 'rd r i  - ., - 1  

I voices surmnarized on computer print-out for cost  accounting purposes. 18. Does the se r i e s  contain c lass i f ied  information requiring securi ty  hbmdling? 

17. Does the se r i e s  document policiee and procedures of agency's operation or p c t i o n ?  [ y j  
Documents produced as  a procedure i n  accounting for  Cost and inventory contro 
18. Could t h e  function be performed if the files were l o s t  or destroyed? 
Invoices could be obtained from f i e l d  divisions and shops but not or iginal .  
19. Is the se r i e s  (or major portion of it) regu la r ly -~c ro f i lmed?  

20. Does the record se r i e s  provi* data as input t o  an EDP f i l e ?  
fmput for  a cost  accounting EDP F i l e  and Printout. 
21. Does the record se r i e s  contain docurnentation produced-psc$DP printout? 
A summary of interdepartmental charges. 
22. Is the ser ies  affected by Federal or grant h d s ?  
Used to  make charges to  Federal Projects and a s  support of such. 

23. W i l l  there  be a need f o r  these records 10, 15 years from now? 

11 

. [ ]  

4 1  [ I  
11 # I  
I4 [ I  
[* [ I  
[* [ I  

[ I  tcl 

If yes ,  why? 

If yes, what? 

I 24. REQUIREKNTS. The following requires the f i l e s  t o  be kept 4 years : 

a.[lSTATE b . [ l S T M m  OF c.[]AUDIT d.k]FEDERAL e.[]ADMINISTRATIVE f.[]HISTORICAL 

Federal Regulations PPM 30-9 Appendix A Sta tes  that  Accounting and Fina%ci%?!%rds may be , 

disposed of a s  ear ly  as  4 years a f t e r  the close of the Fiscal  or  Calendar Year i n  which the 

LAW LIMITATION PERIOD LAW DECISION VALUE 
(Cite Law, Statute, or other rea~on for  the retention re ui 

entry was created. 
25. AGENCY E C O f W N D A T I O N S .  This agency recommends tha t  t he  f i l e  s e r i e s  be cut  off at the end 

I of each -[]CALENDAR YEAR -f]&CAL YEAR -[IOI?IER 
~~~ 

,then : 

A.[]Destroy immediately a f t e r  cut off. 
B.[]Hold i n  current files area month(s)/ yea r ( s ) ,  then: 

1 []Destroy. 
2 []Transfer t o  records center;  hold yea r ( s )  , then: 

b []Transfer h i s t o r i c a l  material  t o  Archives; 
a [ I k s t r o y .  

destroy remainder. 
3 [ I ~ e s t r o y  a f t e r  audit ( o r  yearCs) a f t e r  audi t ) .  

C. []Hold i n  current f i l e s  area indefini te ly .  
D. [ ]Hold i n  current a l e s  area year (s ) ,  then t ransfer  t o  Archives permanently. 

E.[#Other Hold i n  current f i l e s  area 1 year or u n t i l  a f t e r  audit; then ship to  
the Records Center t o  be held for  3 years: then destroy. 

(Indicate brief ly  rat ionak for  mcomnendatias above/or write additional remcrrks) : 
Records pending l i t i g a t i o n  should be kept u n t i l  cleared. 

Recomm endations 

i n  P a r a g r a p h  25 

~~ __ ~, ..~.. ~. 


